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tpocurement Subcommittee of the Advisory Commiftiies

on
Forsign Language Publications

DRAFT OF FUREIGN SERVICE HANUAL ON
PUBLICATIONS PROCUREMENT

ok3. Publications Procurement Program

91,3,1 CENERAL DESCRIPTION

643,11 Need for Published Materials

The Depariment and the intelligence agencies of the
Government have a constant need for a large volume of
publications for use in intelligence research programs.

A large proporiion of the information required for inlel-
ligence vesearch is supplied by overt published materials,
which frequently serve %o fill a lacuma in, or %to chesk
upon, classified informabion. To a large extent, the in-
formation upon which the National Intelligence Surveys

are baged is derived from overt publisations, and a con=
timuing flow of current materials Js éssential to their
maintenance (LFSY 916.3). Foreign publications from their
arsa of interest, moreover, are sesential to the eRographis
deske of the Departmen®; and the Comprehensive Economis Re-
porting Program has placed a furither emphasis upon the use
of foreign publications in the field of empnomic ressarch
and analysis. Aside from these needs, the Deperitment 12
also responsible for asgsisting other Feoderal agenciss in
the acquisition of foreign publications throngh the medium
of the Foreign Service,

943,12 Participating Agencies

Agencies participating in the publication procurgment
program, in addition to the Department, ares: the Centiral
Intelligence Agency; ¥he Natiomal Security Ageney; ioe
Atomic Energy Commission; the Foredgn Operations AgenCys
the U.8. Information Agency; the Library of Congress; the
Army Map Service; the Avmed Forces Medical Librery; the
Department of the Treasury; the Department of Defénse; the
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Pepartmeni of Justice; the Depariment of the Interiows
e Depariment of Agricuiture; the Depariment of Cowe
meree; the Depariment of Labori the Depariment. of Health,
Edueation and Wellare; tha Federal Reserve Board; ang
the Uod. Tarigff Commission.

9L3.13 Qoordination in Washington

‘ The responsibility for cooxdinating the program in
‘ Hamliingbon 18 assigned to “he Office of Libraries amd

' intelligence Acouisition (001}, whieh foxms part of the
i wntelligence avea of the Lepartment and which acis in
close conjunction with the (ffice of Intellipgenes Re-
scarch (OIR). The requirements of the Depertment and

of the Faderal agencies paviticipating in the publizations
procuremsnt program are subwmitted to this office, where
they are coordinated prior %o transmission %o the figld;
and ave subjected to operabional and fiscal contirols.
The Office of Libraries and Inkelligerce Acquisition is

responsivle for the distribution of materials receiwred
iii » in the Department from the {ield, in accordsnce with the

speeial and standing requirements of pariicipating Federal

agencies, This office is also responsible for assembling

and forwaprding to the field official U.bd. Goverrmmert publi-~

gations whish have bLesn fequested by Foreign Bervice posts for

wransmission to forsign agencies; whensvar such aciivities

will facilitate the acquisition of publications for the
parbment and other Federsl agencias.

1

9437 ueneral Responsibilitiss of Forsien Service Posis

943.21  Provurement awd Reporting

Forgign bevvice posts shell aseist the Departuend
ad other Federal agencies to mest their neads fox
foraign publications. They shall also taks action upon
reeeiph of speeilic requests from the Department, Funds
for the purchase of publications, whers these are nob
available gratis, are established in the Departuent fop
ues by Forelgn Sexvice posts under F8M, Chapler ¥-1I5,
Note 8 (b) and FSM, Chapler V-b5. Poreign Service posts

PHC—=D-7
9 March 1950

Approved For Release : CIA-RDP68-00069A000200020028-5

—

T e

-

A prm e



DRAET

ApprovggsFor Reksssess@iimiR DP68-00069A000200020028-5

9:’43022

oL3.23

PG el
9 Magch 1954

shall report tc the Department upon the availability

of publications, if thsre is a possibility that theas
may not have come to the Departmentis atbention, and
shall also veport in cases where publications raquested
by ths Deparitment cannct be obtained.

Negotiation and Implementation of Exchange Agreemente

Foreign Service posts shall rsport to the Deparitment
requests made by foreign agencies for official United
States publications, in order that such requests may be
raferred to appropriate Pederal agencie® in Washingbono
Where the proposed exchange of publications is accept-
able, the Departmendt will advise the post as to the man-
ner in whieh the exchange ie to be carried oub. The
Departiment will also initiate exchange programs by fore
vwarding to the field instructions to approach foreign
agencies with proposals for an exchange of publications
with a Washington agency. Where it appears desirable,
the Department will furnish its own serial and monographie
publications to Forsign Service posts for use in imple-
mendting exchange agrsements, Foreign Serviee posis shall
further these exchange agreements by regsiving publica=-
tione from foreign agencies ‘for tranemission to the Depart-
ment, and also by forwarding to foreign agencies publications
sent to the post through the Department.

Coordination and Guidance in the Field

The principal officer at each Foreign Service post
shall be responsible in his area for control of the
publications procuremsnt program, and chall ses that
evesy poseible effort is made %o meel the needs of Federal
agencies for published materials. He shall coordinate
the program in his area in accordance with L Fo# 923,

943.3 Asgignwent and Responsibilities of Publication Procurement Officers

oh3.31 Assignments of Publications Procurement Officers,

Pablications Procurement Officers will beo assigned
upon a reglonal basis to those Foreign Ssrvice posts where
the Department recognizes that published materiale of
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significanse to the intelligence effort exist in suffi-
cient quantity to make necessary the assignment of such

an offiger, or where publications of interest to Federal
agencies are not readily obtainable through commercial
channels: These officers will be qualified by iraining;
language qualifications and experience to assume the 1e=
sponsibilities of publications procursment upon a regional
basis. For administrative purposes they will be assigned
for residence at the post where it is anticipated thab

the greater psrt of their activities will be centersd, and
will form part of %the Political Hection at the post. A%
Foreign Service posts where published materials are not
availeble in sufficient quantity to make the appoiniment
of a fulletime Publications Procuremeni Officer necessary,
an officer at the post, with the consurvence of the Chiaf
of Hisgion, shall be designatsd for publications procure-
ment on a part-time basis. This officer will ast upon
specific requests from the Degpartment, and will also be
responsiblz for initiating action toward securing publi-
cations of intelligence value, and for reporting %o the
Department upon a2ll matiers relating to publications in
the area of his assignment. A% posts where thers is no
geographic attache, or where 3 regional geograpbic attache
can pay only occasional visits, the Publications Procurs=

ment Officer shall assumo the responsibility of transmit-

ting maps to the, Depariment, and of foxrwarding o forszign
agencies in his area maps sent by the Department for ex-
change purposet.

Supervision, Direction and Coordination

Professional supervision of the work of Publitations
procurement Officers shall be provided by the Depariment’s
Office of Libraries and Intalligence .Acquisition (OLI).
Por administrative purposes, however, thsy shall be re=
sponsibls to the officer in charge of the foreign service
post which has been designaied as their residencs posta
When visiting other posts within the area of theiy regional
agsignment they shall report %o the principal officexr upon
arrival, and upon their departurs shall advise him upon
their activities while at the posi, leaving a written ree
port of their activites whenever %he officer in charge 80
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desires. A% all times, both at iheir residence posts and
at regional posts, they shall work in close contact with
other officers at the post, including the armed services
attaches, and when visiting regional posts shall consult
with these officers respecting persons and inostitutions
which they may plan to visit.

Duties and Responsibilities of Publicationse Procurement

JCers,

Under the general administrative supervision of the
officer in charge, the Publications Procurement Officer
shall assume responsibility for all matters periaining to
the procurement of publications, whether by puirchase, ex-
change or gift. His duties shall include the followings

&. Purchase books, pamphlets, ephemara and
other publications as dirscted by the Department;
and, at his own initistive within broad general in-
structions, purchase for the Department and other
Fedsral agencies published materials applicable to
their field of interest,

b, Submit to the Depariment and to other
Federal agencies sample copiss of new periodicals
and newspapers which may appear within the area of
his assignment; and enter and rensw subscriptions
as directed by the Department.

¢. Explore and report to the Department op-
portunities for exchanges of publications; when
these have been approved, transmit to Washington
from his post materials supplisd by foreign agencies,
and forward to forsign agencies exchange materials
received from the Departmwent and other agencies of
the Faderal governmsnt.

d. Teke steps o sseure that he will receive
publicetions which foreign government agencies,
national and international congresses, universities,
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learned and professional sccieties, and business,
labor veterans and other specialized groups may
be disposed Lo furnish without charge.

e, In pursuing (c) and (d) above, maiotain
friendly personal contacts, through visite and cox=
respondence, with foreign governmend cofficials,
and with heads of universities, libraries, profes-
sional societies, research institutions and other
agencies, as well as with publishers and book
dealers,

f. Msintain such records, including financial
records, as may be necassary to assure a continuing
flow of published materials to the Depariment and
other Federal agencies,

g- Serve as the focal point for the acquisition
of publications for the official use of officers at
his pogt of assigpment. ‘

-/ h, Further exchanges of maps and transmit maps
to Washington and to foreign agenciss at hias posi,
in cages where there is no geographic attache %o ag-
sume those functions,

i< Report as follows to the Department monithly
through the offiger in charge.

L. Status of allotments for the purchase
af publicationst

(a) Appropriation; allotment and
cbligation numbers of funds authorlzed
for expenditure on bshalf of Federal agencies.
{v) Department’es authorization.
(¢} Criginal allotment amount.
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{(d) Amount obligated during monzh.
(e} Monih-end balance.
2. Activities:

() Total number of items formarded
to Washington, broken down into the follow-

‘ing categories: books and pamphlats;

periodicals and newspapers (iseuss); maps
(where applicable).

(b) Bumber of items received from
Washington and forwarded to foreign
agencies, indicated as in (b) above,

(¢) Number of items procured for
other officers at the post, indicated as
in (b) above.

(d) Trips mads, indicating dates,
itineraries, purposes and brief summary
of accomplishmenta-

(e} List of exchange agreemsnba
negotiatad during meonth, indicating both
U.S. and foreign agencies involwvad.

2., Briaf comments as %o gensral problems
in carrying out asgsigned progranms

Travel of Publieations Procurement Officers

Publications Procurement Officers shall travel
wpon local orders within their asgigned areas,
local travel being 'based upon instruciions from
the Department, o as requirved by their omn daci-
sivn ag to priorify interssis. ~Authorizations
for travel outsidce their assigned areas will
nortslly be issusd by the Departmen® for alisnd-=
ing vonferences wi:th Department officers au
other Publication [“rocuremsnt Officers, or 1o¥
other  urposes as rwy be designated by the
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Department, Proposed travel to other areas of the Publi-
cations Procurement Officer’s regional assignment shall

ke reported to the Department well in advance of initiating
such travel, in order that needs from Shese areas may be
assessed and coordinated by the Depariment, and instructions
transmitied to the field.

9h3. Kinds of Publications Required

The foreign publications nseded by the Department and by
othey Federal agencies fall primarily within the broad cateagories
of political, economic, sociological; psychological and scienti-
fic affairs., The following are the more specific c¢lasses of
publications which are of particular interests

&, Publications, including posters, handbills and other
ephemera, issued in connection with political affairs re-
gardless of bias, including the publications of emigre,
student; labor, religious; veterans and other groups siu-
gaging in political activitias,

b. Bilographical publications; Bho's Who; official direc-
tories; foreign office, diplomatic and consular lists;

soclal registers; telephone diractoriss; city directories;
membership lists of learned and professional societies;
university and professional school catalogues listing
facully members, and other publications from which biographi-=
cal information may be derived.

o Compilations of treaties, agresments, and conventions;
protocols; constitutions and procasdings of constituent
assembliss; laws and legislative and judicial prossedinge.

d. Raports of official commissions and boards, and of
national and international congrssses and confarences.

®. Reports and othsar publications of banks, chambars of
commerce; induetrilsl companies, and of labor, cooparative,
farm and other economic groups wheraver thess are not i
cludeqd in the Comprehensive Economic Reporting Program.
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913,52 HReports on Foreign Publications

In order to pPSvide the Department snd other Federal
agencies with comprehensive continuing information with

respect to forelgn publications, reports shall be sub-
mdbted by Publications Procuremend Officors periodically
on the following subjectas

A. Appesrance of new periodicals and newspapers,
submitting sample copies and indicating the foliow-
ing informations

Title

Pericdicity

Seope

History

Editor

Publisher

Address
Subaciiption Price
Remarks

- b, Availability of publicalions recen®ly issued or

about to appear, particularly of 3 spseialized or
comprehensgive naturs, for which authorization %o
purchase 1s desirad from agencies not maintaining
deposit acocounts with the Despartment.

¢o  Availability, within the area of his assigoment,
of publications from Soviel-~bloc countries, or of
opportunitises o micrefilm such materiale.

do  Availadbility of collections of background materials
in spacialized fields (medicine, law, science, agri-
culture, propaganda materials or other subjects).

&, Availabilily of photographs and collections of
photographs for the photographic collection program
{LL P5M 942,12, 942.2).

f. Evaluation and degeription of the besd publishsd
sources available for cervaln subject fislds,
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943.53 Reports on Foreign Publishing Agencies and Commercial
Outlets,

In ordsr that the Department and other Federal agencies
may be informed as to publishing programs of Toreign
countries, both official and unofficial, Publications Pro-
curement Officers shall submit reporis on the following
subjects periodically when warranted by significant devel-
opmentas

a. Commercial publishing companies; their higtory;
key persons; relative importance in the loeal publish-
ing field; types of publications issued; size of
editions; liste or catalogues of publications issued,

b. Book shops and other commercial outlets; history;
key persons; size and nature of their stock; subject
fields; availability of imporied published materials,
particularly from Sovist bloc countries.

@ Library collections, particularly libraries of
universities, research foundations, learned and pro-

- fessional societies and official agencies; nature of
their collections if outstanding with respect to books,
pamphlets, periodicals, newspapers, photographs or
other materials; subject fields esbraced in their col-
lactions; general time span of rewspapsr and periodi~
¢al collections; possibilities of reproduction by
microfilm and photostat. '

d. Official government agancies; history; key psrsons;
new appointments or functions; output of published
materials; significant projects contemplated or in
progress involving publishing activities ( a national
census; organizing of a national or internstional con-
gree3; urban or rural proparty surveya; national high-
way, railroad or harbor surveys, and other topice of
aignificance).

943.6 Procurement of Publications

943.61 Sources

Publications may be obtained from book shops; commey-
¢ial publishing companiss; official foreign government

, PSG-D=7
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agencies, universities, unofficial societies and
foundations, research institutions, and other sources
dssuing publications falling within the categorises
outlined in L FSM 943.k,

Number of Copiss Required

The number of copies required of a given publication
will be determined by its subject field. It is to be
anbicipated that in many cases the same publication will
be of interest to a large number of Federal agenciss.

Exchange of Publications

Exchange of publications will be arranged principally
in glituations where the Publications Procurement Of{ficer
is concerned with securing publications not otherwise
readily availahle, which are issued by official foreign
agencies, universities, research foundations, lezarned
societies and other groups which ars interssted in exchange
as a means of increasing their library collections,

Purchase of Publications

a, Allotmente of funds for the purchasea of publica-
tions will be made to posts where a Publications Procursment
Officer is assigned; or where a pari~time Publicationz Pro=-
surement Officer has been designated. These allotments
shall be made by the Depariment in its own behalf, or act-
ing in bshalf of other Federal agencies which maintain
deposit accounts with the Depariment. Such allotmente
shall be administared in accordance with Foreign Service
megulatione, When funds have not bsen made available to
a Foreign Service Post, or are insufficient for purchasing
desired publications, the Department shall be notified by
an operations memorandum, subjects  FOREICN PUBLICATIONS.

3.7 Transmission of Pﬁblicationsqégg Other Information to the Department

9h3.71

ALl operational communications relating to the pup
chase or exchange of publications, and to administrative
details concerning publications procurement, shall be sent
%o the Departmen®t by operations memoranda, subject: FOREIGN -
FUBLICATIONS o
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Transmission of Reports

-- Reports including the information prescribed in
L FsM 943,33 (1), P43.3k, and 943.51 shall be transmitied
to the Department via reprodugible despatcho

Transmission of Publications

Pransmission of publications to the Department shall
be by surface pouch, unless air pouch, commercial air mail
or other manner of shipment has bsen prescribed by the
Department. Publications shall ordivarily be transmitted
under cover of an operations memorandum, subjects FOHEIGN
PUBLICATIONS -

13-
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